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UPDATE/CORRECT WGI FOR FUTURE DATE

STEP ACTION

1 From the Navigation List go to People > Enter and Maintain
Click on Assignment

E
Person Types

Employee.Ex-applicant

ldentification

Employ ~|N34289
44444 5555

Personal

Birth Date [p1JAN1870 Age
Town of Birth Status
Region of Birth Mationality
Country of Birth Registered Disabled

Effective Dates

01-APR-2003 7o [ Latest ~gdit Date  (EFE L WIE] o B

2 Click on Entries

Supervisor

Effective Dates

Fil 01 -APR-2003

Job Aid 6-5 - Update-Correct WGI for Future Date



May 2003

Select Within-Grade-Increase and click on Entry Values
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Change the WGI due and Pay date and click on the Save icon.
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The following window appears — click on Update OR Correct as appropriate.

2 S = SIS

cessing Types

Due Adsit
Effective Dates
e — o To

information

Correction infarmation

Close Entry Value and Assignment Window.
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